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INSTRUCTIONS: See Publication No. 76-dM-1 for instructions on completing this form., Forward signekoriginal to 
Department of Archives and History, Rewrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

1. Agency Address 
Georgia Advisory Counci 1 on Vocati 

Education 

FOR AGENCY USE 
4pplication Date 

4pplication Number 18-Executive Park Drive, N.E. - 1  Atlanta, Georgia 30329 
__ ~~ ~- _~.______ - __-I___p ~~ 

2_ Person to Contact W0;- 

3, Action Requested .*I 
Associate 

~ -~ 
~ ~~ ~ 

-~ - .- ~ 

Lyn C. Shade 
~~~~~~ 

~ .~ ~- 

a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

- 1: Agency Address FOR RECORDS MANAGEMENT .~ USE FOR AGENCY USE 

4pplication Date Georgia Advisory Counci 1 on Vocational Application Number 

4pplication Number 18 Executive Park Drive,, N.E. 
Atlanta, Georgia 30329 

2_ Person to Contact 

-~ Education Sl- 40s 
D a t e  Received Date Completed 

-sEP '1 8 !$fl I BCT 3'6 1981 
W0;- Telephone Number 
Associate D i  rector 894-2385 

~- . ~~~~~ 

~ ~~ - 
~~~ 

~- _~.______ ~~ . -~ 
~ ~. - 

~ __ ~~~ .~ - ~- ~-~ ~ -~ -~ - .- ~ 

Lyn C. Shade 
~~~~~~ 

~ .~ ~- 

3, Action Requested .*I 
a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

onal 
FOR RECORDS MANAGEMENT USE 

Application Number 

Sl- 40s 
D a t e  - Received Date Completed 

SEP 1 8 !$fl I BCT 3 6 1981 
TelephoneNumber 

- -  ______ 
~~ 

t o r  894-2385 
~ 

c. IxI Amend Application *--- .- Check One: p[1 Change; 0 Supercede; 0 Void 
0. Dates of Series 
Earliest Latest 

Series Title (followed by title used in offipe; if different) 

curren I Georgia Advisory Council on Voc. Ed. Members' Biographical Files 
-- . _.___ ~- -- 

What is the function of the Division and the Office in which this record seriesis created? 
I 1975 

6. Division and Office Function 

-- -~ _-- 
7. Record Series Description This f i le contains the following documents (inclUd(ef0rmnumbers and rifles, ifany): 

Attach samples of the file. 
Documentsrelating to: collecting and maintaining biographical d a t a  on  Counci 1 members i n  

accordance w i t h  federal requirements. 

folders for  each Counci 1 meinber containing !'Membership and Qualifications 
Sheet," on which i s  recorded membership category (Council must consist of a t  least 
one representative from 20 specif ic  categories , such as business, industry, education, 
agriculture,  e t c . ) ,  name and address, present pos i t ion  and t i t l e ,  and statement of 
qualifications and other related data. 
and other docunents related t o  member's appointment t o  Council. 

Included are: 

Also included may be photographs of members 

Fileisarranged: alphabetically by name of Council member. 

How often are records referred to which are: 
- ~~ ~~ - ___I 

3. Monthly Reference Rate 

One to six months old ~ ~ ~ -; Seven to twelve months old 

-~ twenty-five months - and older 
3. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers' ; Shelves am  other (specify) ~ 

~ ~ ; Thirteen to twenty-four months old 

__ ~ 
~~~ 



*c 
7- - 10. QuestionnaLe (Place an "X" in the proper column) ~- 

a. Is this the official copy of the series? 
If no t ,where i sL  ~ .- ___ .- ~ ~~ __ - .- .- ~ ~ 

b. Does the series contain cdnfidential information requiring security handling? If yes, cite law or regulation. 

c. I s  this a vital record? I ,  

d. Does this series have historical or long term research value? 

I .  

.\ 

I .  - ~~ ~ . ~ ~. - - , ~  ~~~ ~ ~ L 

I 

e. When one or two documents in the f i le e it ne essary to  e.e ' th entire file for a long riod, could thes 
-~ d o c u m m t ~  belcheduled separatelv? w??i no jonger;!ki fe travel expense %rms, etc.  .__  ? n  folder .__ 

f, I s  the information QDntainednthiLseri~_ev~uklishedl_Ifyes. attach C Q P Y ~ ~  yplp=-&c- 
g. I s  theinfofmotion contained in this series ever analyzed and/or recorded in a summarized report? 
~- I f r e ~ t a c & x o p y .  . - . -~ 

1 ' - ,  

h. Is there a,duplicatiowof this series in our office, or in another office or agency? 
. _Jf yeL  where?----^^ copy'sent ~ -~ . t o  ~ ~~~ J.S. Department o f  Education ~- ~- .- _. 

The following requires the series to be kept: 4 1. Retention Requirements 

a. State Law - ~~~~ ~~ ~~~ ----__~-years. d. Audit period I _.-years. 
b. Statute of limitation ? - ~~ ~. ~ ~..~~-years. 'e. Administrative need -pemanentb,years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exer t  of laws or regulations.. Explain adminisfrative need. 
needed' for  administrative reference as long as individual serves as Council member; 
also,  ' State  Archives has determined t h a t  thes,e records have permanent historical  value. 

_ _  - 
2. Approved Disposition Instructions 

I 

This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year; dl Other - b d d O ! t -  ~- - -then, 

0 Hold in the current files area -_month(s) -- - yearb); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
d( Other (Specify) 

.-yearb); then 
yearb); then 

When member i s  no longer active,  remove folder from active f i l e  and place i n  inactive 
f i l e ;  cut of f  inactive f i l e  a t  end of each calendar year; then t ransfer  t o  S ta te  
Archives for  permanent retention. 

These instructions apply to a l l  prior and future accumulations of the series. 

kommendations in para- 
lraph 12 are approved. 
' I f  disapproved, attach letter 
,f explanation.) 

~ 

~. . .. . . . .  .. ., . . . . . ~ . :  -. 


